
c I I . 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 
I RECORDS MANAGEMENT DIVISION 

INSTRUCTIONS: See Publication No. SG-RM-! for instructions on completing this form.. Forward signkd original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenpe, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

& p a r e n t  of Public Safety 
Driver Support Division 
No-Fault Insurance and permits Secti 
959 E. Ccnfederate Ave. S. E. 

kppliarion Num 

6639 
p 

Supervisor 
__. sst. m*-- __I - 
3. Action Requerted *c 

a. 
b. 
0 Estabiisn Retention Schedule; &cord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

..-- Check One: G) Change; 0 S_ugercede: 0 Void 
ries Title (followed by title used in office; if different) 

. .  
Earliest 

No-Fkmlt S&&ion Notia? Fi le  
5. Division and Office Function What i s  the function of the Division and the Office in which this record seriesycreated? 

- &^ . .~ .-., . _ I ( . . ,  , ,  .. , - ~~ 1 : . - - . .,.~ . -. 
. _ .  

. 1  -~ . ~. 
~, F ' - -+&&.,; . ,  . - .  , r , , , . .  , , , :L .v-. -.I-- 

1. Record Series Des&iptton i s  file comains the following documents (include form ; h e r s  and rit/e<if any): ' 

Attach samples of the file. 
' > ) ) , , ) I >  Documents relatins.'to: . ~ ~+ ic 

Included are: Documents relating to suspending in- 
dividuals' drivers' licenses and 
registration certififates and plates 
for failure to maintain liability 
insurance. Included are Official 
Notice of Suspension (DPS-718SU) and 
occasionally Second Notice (DPS-718B): 
and record of clearance (DPS-721). 
File t s  arranged numerically by case 
number. - -~ * 

Fi le  IS arranged. 

._c_ _I -.. __I ~~ ______- 
3. Monthly Reference Rate How often are records referred to which are: 

dne  to six months old 
twentv-five months and older ? 

3. Annual Rat8  of Accumulation of Reeordi 
Letter-site drawers ; Legalsize drawers ; Shelves ~ -* . Other (specify) - - 

: Seven to twelve months old ; Thirteen to twenty-four months old -- , 

-.___ -~ _I---_ _-_. . 



-ed? 

11. Retention Requirements TI-$ following requires the series to be kept: . .  

a. State Law years. 
b. Statute of limitation years. 
c. Federal law years. 

d. Audit period --- -years. 
e. Administrative need .---years. 
f. Federal retention instructions -years. 

,. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
t-~.- ' , >-i' Th is  [n format ion no longer needed once l nd iv idua, l , . i s  . .  .~ rei,nsured. 

12. A o o k e d  Disposition instructions This aqency recommends that the file series be cut orf a t  t h e  end of each: 

C Calendar Year: 0 Fiscal year; B Other Belm .then, 

L; Hold in the current files area 
I I  Transfer to local holding area, hold 

Transfer to State Records Center; hold - yearb); then 
0 Destroy. 
3 Transfer to  State Archives for permanent retention. 
2 Other (SpecifyJ 

month(s\ _. .-- year(s); then 
year(s); then 

.. 
. ... 

These instructions apply to a l l  prior and future accumulations of the series. 

. 

3ecommendations in para- 
lraph 12 are approved. 
Yf dizapproved, attach letter 
if explanation.) 



I ~~ 

a 
5. .. 1 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE -- 1 RECORDS MANAGEMENT EVlSION I - -  

INSTRUCTIONS: See Publicatioh No. 76-9M-! for instructions on completing this form. Forward signea, original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue8 Atlanti, Georgia, 30334, 
Attention: Scheduling Section. ! 

ipplication Date Georgia Department of Public Safety 
Uniform Division 
No Fault Section I_-I 

Date Completed 
_ ~ _  ~ ,_ 
\pplication Number 

derate Avenue, S. E. 

Working Tit le Telephone Number 

. .. 
656-61 16 

-_-..-I__ 
Supervisor 

_l__l 

Captain Harris 
FAction Requested 
~ _ I  -. 

a. 
b. 

QI Estaoiisn Retention Schedule; dcord will continua to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. QAmend A lication No. -___ - Check One: 0 Ch3mge; 0 S2rxege;s Void l_l___ -..,-. . 
L. Dates of & z c D ! c o r d s  Series Title (followed by title used in office; if different) 
iarliest Latest 3 

6-1-75 
i. Division and Office Function 

_L Present 1 No Fault Suspension Notice File -- __- -____-I- 1__1-- __-- -_I_ - - -. - 
What is the function of the Division and the Office in which this record series is  created? 

The Uniform Division is  responsible for the patrol of streets and highways to 
insure the safety of lives and property; the investigation of motor vehicle 
accidents and the computation of related statistics; the  licensing of citizens to 
operate motor vehicles and the suspending or revoking of licenses; and the 
supervision of motor vehide inspection records and the distribution of motor 
vehicle inspection stickers and other related documents. The Division must 
be available when called upon in the event of civil disorders or natural disasters 
and is  responsible for the safety of the Governor of the State of Georgia and 
his family. 

I -  - - - - _. - -- --- 
r. Record Series Descriptio?. 

Documents relating to: 

T h i s  file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Suspending individuals drivers' license and registration certificates and plates 
for failure to maintain liability insurance. 

Official N+otice of Suspension (DPS-718SW) and occasionally Second Noti; 
(DPS-718B1, and record of clearance (DPS-721). 

- 
Included are: 

- 

-. . 

q .  $ 

File is  arranged: Numerically by case number. 
. j  - 

~- ----- - - 3. Monthly - - __^__I Reference Rate -How often are records referred to which are: , 
One to six months old -,; Seven to twelve months old .6.ooo; Thirtien to twenty-four months old 
twep-five months and older 1.000 

3. Annual Rate of Accumulation of Rerordr 
Letter-size drawers 48 ; Legal-size drawers --; Shelves ~ I _ ,  . Other (specify) 

2 ~ !  ; 
? -. --- - -- - ___I_ 

> \ .  

-. ~ 

7 . '. '\ 
(Over1 

- - 
A-50-71. Rev. 7(1 

._ ~ ~ -~ ~ ~ ~~ 



i 
- 1  
-. 1 

3 

--I 

I 
1 

-. 
.. ~=~~ -ill~--iy_.- ~. . ._---.I-~~*--- . -*P--.--- ~___-. -~._l______-~__f-.~l.~*.~ . - I ~ 

-- - - 2  

- j  

N O l l O . , .  Que&onnaire .(Place an "x" in t h e _ p ~ ~ c o J ~ n )  ~ _l_l .- 
a. Is this the official copy of the series? 

b. Does the series contain yf idential information requiring security handling? If yes, cite law or regulation. ,i 
~. ~ .. 1 If not. . where is it? ________ _l_l__ _____ '--. 

-..-I ~~ 

4 
&-+-. _ I  

I 
X 
X 1. . ~ c ,  Is this~a vital record? 
,X. L~d.Does this series have historical or long term research value? 2- 

__.. 

i .  
~~~ . 

-. 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
-. ~~~~ -____-__ _I 

-X-L._f-!s t h m r ~ h  :contained iQJhii series ever o u b l i s t l g ~ j ~ ~ ~ a m & ~ D Y .  c- ~ 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of t h i s  series in your office, or in another office or agency? 
-0v. ----: - I- 

I 
--LA__l - I f ye t .~e re  - ~ - - _ 1  - 
- I x  [ , i -Roaar ' & m m m U  -- 
- -  b b . - l s t h i s  serL& ' w i p n  o f  irl r m l v  m' icrofilmed? -~ 

1. Retention Requirements The following requires the series to be kept: See Item 12. 

-- years. d. Audit period years. a. State Law 
b. Statute of limitation - - years. e. Administrative need --.years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

*t 

Office reference 

-- - -_I___ _I-- -. 1 

2. ADoroved Disposition Instructions This agency recommends that  the file series be cut otf ar thb end of each: 

0 Calendar Year; 0 Fiscal rear; gl Other .-then, 

(7 Hold in the current files area -month(s) yeark); then 
0 fiansfer to local holding area, hold ---year(s); then 
0 Transfer to State Records Center; hold --year(s); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

Other lspecify) 

Upon proof of insurance, withdraw record from active file and place in inactive file; cut off inactive file 
at end of each month; hold in current files area 1 year; then destroy. 

I f  disapproved, attach letter 
If explanation.) 

-~ 
3-50-71; Rev. 7 


